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This instruction implements Air Force Instruction (AFI) 36-401, Employee Training and 

Development and AFI 36-2201 vol 2, Air Force Training Program.  Refer recommended changes 

and questions about this publication to the Office of Primary Responsibility (OPR) using the AF 

IMT 847, Recommendation for Change of Publication; route AF IMT 847s from the field 

through the appropriate functional chain of command.  This publication requires collecting and 

maintaining information on civilians protected by the Privacy Act of 1974.  Authorities to collect 

and maintain the records are by Title 5 U.S.C. 4118, Title 10 U.S.C. 8013 and Executive Order 

9397.  Forms affected by the Privacy Act have an appropriate Privacy Act Statement.  (SF 182 

Authority ─ this information is being collected under the authority of 5 U.S.C. § 4115, a 

provision of The Government Employees Training Act).  This instruction also requires collecting 

and maintaining information on military personnel protected by the Privacy Act of 1974.  The 

authorities to collect and (or) maintain the records are    44 U.S.C. 3101, 10 U.S.C. 8013, and 

E.O. 9397. System of Records notice F036 AF PC Q, Personnel Data System, applies.  Ensure all 

records created as a result of processes prescribed in this publication are maintained in 

accordance with AFMAN 33-363, Management of Records, and disposed of in accordance with 

the Air Force Records Disposition Schedule (RDS). The use of the name or mark of any specific 

manufacturer, commercial product, commodity, or service in this publication does not imply 

endorsement by the Air Force. 

SUMMARY OF CHANGES 

This document has been substantially revised and must be completely reviewed. 

http://www.e-publishing.af.mil/
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1.  Concept.  This instruction establishes the Air Force Operational Test and Evaluation Center 

(AFOTEC) Training Program and procedures for operational test & evaluation (OT&E) training 

as well as professional development training. 

2.  Scope.  This instruction covers Operational Test & Evaluation training and professional 

development courses specific to Commercial & Off-Site Training.  Additionally AFI 36-2201 

provides information and guidance on Commander, Unit Training Manager/Additional Duty 

Unit Training Manger, Training Monitor, Supervisor, Trainer, Task Certifier, and Trainee 

responsibilities, as well as Ancillary Training, and Expeditionary Skills Training.  This 

publication will be used in conjunction with AFI 36-2201 to enhance and develop the members 

of AFOTEC. 

3.  Mission.  The AFOTEC Training Program mission is to provide the best initial training, 

recurring training, and educational opportunities available to ensure mission success and enhance 

professional development.  The primary goal of the training program is the preparation and 

sustainment of the AFOTEC work force to be effective. 

4.  Operational Test & Evaluation (OT&E) Training. 

4.1.  The AFOTEC Training Matrix (see attachment 2) defines the courses AFOTEC offers 

and which courses members are required to attend.  The Training Matrix also specifies the 

timing and prerequisites for each AFOTEC OT&E course.  AFOTEC 101 and 201 are 

located on the AFOTEC Gateway on the Advanced Distributed Learning System (ADLS.)  

Members enroll themselves in these web-based courses.  Enrollment in AFOTEC 301 and 

401 is handled through the Detachment Training Manager or Directorate Training Monitor. 

4.2.  OT&E Course Descriptions: 

4.2.1.  AFOTEC 101, Fundamentals is a web-based training course focusing on 

familiarizing new personnel with AFOTEC.  Students will develop a basic understanding 

of AFOTEC’s mission, organizational structure, processes, and products. 

4.2.2.  AFOTEC 201, T&E Basic Course is a web-based training course serving as an 

entry level introduction to AFOTEC’s processes, procedures, and products, with an 

emphasis on how operational test and evaluation interfaces with the acquisition and 

capability requirements processes. 

4.2.3.  AFOTEC 301, T&E Operations Course is provided through classroom instruction 

and is only offered at Headquarters (HQ).  It is a 7-day in-residence course focusing on a 

student's understanding and application of the AFOTEC process using instructor-led 

discussion, lectures from subject matter experts, and practical team exercises.  This 

course is designed to prepare AFOTEC test operations personnel (i.e., test team members, 

operators, and analysts) to carry out their test team responsibilities throughout the entire 

AFOTEC test process.  There are numerous hands-on exercises, where students use a test 

plan they help develop to execute a test, collect data, analyze results, and report their 

evaluation of the operational effectiveness, suitability, and mission capability of a 

simulated weapon system. 

4.2.4.  AFOTEC 401, Analyst Training, Design of Experiments (DoE) — DoE is a 

structured process to identify the metrics, factors, and levels that most directly affect 

operational effectiveness and suitability.  AFOTEC has developed a robust, DoE based, 
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structured process for operational test spanning the acquisition milestone process with 

guidance provided by the AFOTEC OT&E guide.  AFOTEC 401 continues 301 training 

for AFOTEC analysts using the AFOTEC OT&E guide, reviewing fundamental statistics 

and probability, and covering DoE theory.  Reliability and reliability growth is introduced 

if time permits. 

4.2.5.  AFOTEC 501, Senior Leader OT&E Orientation course is a very condensed look 

at the AFOTEC process in the context of the specific senior leader’s position and 

responsibilities.  AFOTEC 501 is tailored to the particular senior leader and is provided 

when the senior leader visits HQ AFOTEC for the first time. 

5.  Formal Training. 

5.1.  Professional development courses are Commercial & Off-Site courses not offered by 

AFOTEC which are used to increase the knowledge of AFOTEC personnel to complete the 

OT&E mission.  Cybersecurity certification courses are an example.  The following 

paragraphs provide in-depth instructions on how to request Commercial & Off-Site courses.  

NOTE:  AFOTEC OT&E training does not follow this process; contact your training monitor 

for information on accessing OT&E training. 

5.2.  Commercial & Off-Site Training Request Process (see attachment 3): 

5.2.1.  The Headquarters Training Manager, Directorate Training Monitors, and 

Detachment Additional Duty Training Managers (ADTM) are the focal point when 

personnel are submitting a request. 

5.2.2.  Members will request training through their UTM or ADUTM to the A1-T 

workflow  

e-mail account. 

5.2.3.  The AFOTEC Training Approval Checklist and SF 182 (see attachment 4) are 

mandatory along with digital signatures, course description, registration form (if required 

by vendor), and Continued Service Agreement (if required).  Packages will be returned if 

missing any documents/information.  All documents can be found on AFOTEC intranet 

site:  Communities - Training & Development – Under sites:  Commercial & Off-Site 

Training – Commercial & Off-Site Training Documents 

5.2.3.1.  AFOTEC Training Approval Checklist must be filled out by the individual 

requesting training; the Training Manager/Training Monitor must sign the checklist 

after verifying it is accurate and complete. 

5.2.3.2.  SF 182 must be filled in with the following information or it will be returned 

(member information (NO personally identifying information, i.e., SSN), vendor 

information, training information, training objective, cost involved, digital signatures 

of requesting member, first-line supervisor, and second-line supervisor). 

5.2.3.3.  Commercial & Off-Site Training & Formal Training Guidance:  This form 

will be completed with all questions answered as applicable to the traveler(s). 

5.2.4.  Package Routing Process requires the requesting member to forward the package 

to the first-line supervisor.  Once first-line supervisor approves then the second-line 

supervisor will review and approve, as appropriate.  The Training Manager or Training 

Monitor will then submit the supervisor-approved package to the Training Division no 



  4  AFOTECI36-2201  21 MAY 2015 

later than 21 days before the class start date.  Training Division will review the package 

and forward to the Chief of Training.  Chief of Training will submit the package to a 

Functional Manager or alternate reviewer at the HQ for review.  If the Functional 

Manager or subject matter expert recommends approval of the request, the Chief of 

Training will submit the package to the Executive Director for final approval. 

5.2.5.  Training Approved/Funds Requested:  The A-1 resource advisor (RA) will verify 

travel/ Government Purchase Card (GPC) cost and request funds from AFOTEC/A-4/7. 

5.2.5.1.  Travel Cost:  The A-1 RA will e-mail Defense Travel System (DTS) 

information to the traveler(s) and Detachment/Directorate Training Manager/Training 

Monitor. 

5.2.5.2.  Tuition Cost:  The A-1 RA will process an AF Form 4009, Government 

Purchase Card Fund Cite Authorization, and load funds onto GPC which the 

AFOTEC/A-1T Training Specialist will use to register and pay for member to attend 

training.  Once the member is enrolled, the Training Specialist will e-mail the 

member and Detachment/Directorate Training Manager/Training Monitor. 

5.2.6.  Closeout Package Process is only completed if GPC is used for tuition.  This 

process must be completed within 5 days of course completion.  The items required in the 

closeout package are:  AFOTEC training closeout checklist digitally signed by member, 

DD Form 1556-1 Sections E and F, copy of certificates or copy of grades earned, and a 

copy of the travel authorization and voucher ONLY if travel was required. 

5.2.7.  Course Change/Cancellation (see attachment 5):  If a course must be changed or 

cancelled it must have the Detachment/CC or Director approval.  The process to cancel a 

training request requires the member initiate and obtain approval from first-line 

supervisor, second-line supervisor, and lastly Detachment/CC or Director.  The 

Detachment/CC or Director will provide a written (e-mail) justification for the 

cancellation.  The e-mail will be forwarded to the A-1T workflow account for processing.  

The subject line will read as follows: “Cancellation: course title/course dates/last name of 

member attending”.  The body will include: name, duty position, date assigned duty 

position, course title, justification, approved by, date approved. 

 

SCOTT D. WEST 

Major General, USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References  

AFI 36-2201, Air Force Training Program, 15 September 2010/Change 3, 7 August 2013 

AFOTECI 99-101, Operation Test and Evaluation Management, 30 April 2014 

Prescribed Forms 

See Attachment 4. 

Adopted Forms 

See Attachment 4. 

Abbreviations and Acronyms  

ADLS—Advanced Distributed Learning System 

ADTM—Additional duty training monitor 

ADUTM—Additional duty unit training manager 

AFB—Air Force Base 

AFI—Air Force Instruction 

AFOTEC—Air Force Operational Test and Evaluation Center 

DoE—Design of Experiments 

DTS—Defense Travel System 

GPC—Government Purchase Card 

HQ—Headquarters 

OT&E—Operational Test and Evaluation 

RA—Resource Advisor 

SME—Subject Matter Expert 

SSN—Social Security Number 

TE—Test and Evaluation 

UTM—Unit Training Manager 
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Attachment 2 

AFOTEC TRAINING MATRIX 
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Attachment 3 

AFOTEC COMMERCIAL AND OFF-SITE TRAINING REQUEST PROCESS 
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Attachment 4 

EXAMPLES OF REQUIRED FORMS 
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Attachment 5 

AFOTEC TRAINING COURSE CANCELLATION - E-MAIL TEMPLATE 

The following information is required for email processing of an AFOTEC course cancellation 

(email sent by Directorate/Detachment/CC or Detachment/DO). 

 

SUBJECT LINE 

Course Title/Course Dates/Last Name of Member Attending 

 

BODY OF E-MAIL 

Name: 

Duty Position: 

Date Assigned Duty Position:  

Course(s) Title to Cancel:  

Justification: 

**Approved By:  

**Approved On:  
 
**This information is required if the e-mail is not originating from the Detachment DO/Deputy 

Director or higher** 

 


